
Accommodation 
Appeal Procedure

Notice of appeal 
from employee or 

department/
division is filed 

with the Director 
of HR within 3 
business days of 
of receipt of the 
ADA Officer's 

written 
accommodation 

decision

Employee or 
Department/

Division has 5 
business days to 

file written 
documentation 
for the appeal 

with the 
Director of 

Human 
Resources

Director of 
HR has 3 
business 
days to 
forward 

case 
summary 

and 
materials 
to ARP

HR director 
convenes the 
Accessibility 

Committee to select 
the ARP from its 

membership 
screening for 

conflicts of interest

ARP has 
10 

business 
days to 
review 

case and 
forward a 

written 
decision 

to the 
Director 
of HR

ARP 
upholds 

Decision of 
ADA 

Officer 

ARP returns 
matter to the 
ADA Officer 
for revision 
consistent 
with the 
written 

decision of 
the ARP

Employee  or 
department/

division
has 3 days to 
notify HR of 
intention to  

appeal decision 
and 5 days to 

submitt written 
materials to 

HR

Decision 
accepted by 
employee  

and 
department/

division

Basis for 
appeal to 
President

New evidence not 
available at the time 

of the decision

Procedural error that 
had a material impact 
on the fairness of the 

hearing

President 
has 10 
days to 
issue a 
written 
decision 
and this 

decision is 
final

Upholds the ADA 
Officer and/or ARP 

decision

Returns the matter to the 
ADA Officer for further 
consideration consistent 

with the written decision of 
the President or designee

Employee 
returns to 

work
Employee 
does not 
return to 
work and 
discusses 
options 

with HR

ADA 
Officer 
issues 
revised 
decision 

consistent 
with 

decision of 
ARP

Employee states 
reasons why 

requested 
accommodation 

should be granted

Department/
division states 

why 
accommodation  

should not be 
granted

1.The 
accommodation 
goes beyond the 

essential 
functions of the 

position

2.The 
accommodation 

disrupts the 
operations of the 
department and/

or
administrative 

unit beyond what 
is required by 

law;

3.The 
accommodation 
is not sufficient 

to enable the 
employee to 
carry out the

essential 
functions of the 

position

Decision 
accepted by 
employee  

and 
department/

division

Employee 
does not 
return to 
work and 
discusses 
options 

with HR
Employee 
returns to 

work

ARP
Employee or 
Department/

Division

HR President

ADA Officer

Policy 
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